CITIES AND TOWNS BULLETIN

AND UNIFORM COMPLIANCE GUIDELINES
ISSUED BY STATE BOARD OF ACCOUNTS

December 2003

YEAR END DUTIES

The following is a listing of duties and reports that occur each year end. Some of the articles
have been published in this issue.

Bulletin Date Page

Fire Protection Contracts December, 2000 3
Encumbering Appropriations This Issue 2
Cancellation of Warrants - Old Outstanding

Checks This Issue 1
Publication of Annual Report in Pamphlet

Form - 2nd Class Cities December, 2000 4
Annual Report December, 2000 4
Certification of Names and Addresses

to County Treasurer December, 2000 5
Report of Names, Addresses, Duties

and Compensation of Public Employees December, 2000 5
Annual Operational Report - Motor Vehicle

Highway Fund This Issue 3
Dormant Fund Balances - Transfers

Authorized This Issue 5
Monthly Bank Reconcilements December, 2000 4

SOCIAL SECURITY TAX BASE CHANGES JANUARY 1

The 2004 contribution rate will remain at a total of 15.3 percent. The tax rate for both employees’
and employers’ shares for 2004 will be 7.65 percent (6.2% of Social Security and 1.45% Medicare).

We further understand that the maximum amount of earnings that will be subject to Social
Security contribution will be raised from $87,000 to $87,900 effective January 1, 2004.

Please contact the Internal Revenue Service at 1-800-829-1040 if you should have any questions
on this matter.
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NEW FEDERAL MILEAGE RATE

It is our under standing that effective January 1, 2004, the Federal mileage rate will raise from 36
cents to 37 and % cents per mile. The State rate for mileage is 28 cents per mile.

CANCELLATION OF WARRANTS — OLD OUTSTANDING CHECKS

Pursuant to IC 5-11-10.5, all checks outstanding and unpaid for a period of two years as of
December 31 of each year are void.

Not later than March 1 of each year, the clerk-treasurer shall prepare or cause to be prepared a
list in duplicate of all checks outstanding for two or more years as of December 31 last preceding. The
original copy shall be filed with the city or town council and the duplicate copy maintained by the clerk-
treasurer of the city or town. The clerk-treasurer shall enter the amounts so listed as a receipt to the fund
or funds upon which they were originally drawn and remove the checks from the list of outstanding
checks. If the fund from which the check was originally drawn is not in existence or cannot be
ascertained, the amount of the outstanding check shall be receipted into the general fund of the city and
town.

ENCUMBERED APPROPRIATIONS — BALANCE AVAILABLE

With the opening of a new budget year and a new set of ledgers, it is to the advantage of a
municipality to review the unpaid purchase orders and contracts which remain on the ledgers as
“encumbered.”

Unpaid purchase orders and those items under contract are to be added for each appropriation
account and the total carried to the new 2004 corresponding account. The actual unpaid amount of the
purchase orders or contracts should be totaled and shown as a separate amount on the appropriation
ledger sheet for 2004, with proper explanation, and added to the 2004 appropriation for the same
purpose. By properly carrying out this procedure, the 2004 budget will not be expected to stand any
expense not anticipated in making the budget.

We suggest the proper officials of the city or town make a listing of these encumbered items and
make it part of their minutes in their last business meeting of the year. The Department of Local
Government Finance should be sent a copy of the listing.

Keep in mind the appropriations encumbered and carried forward can be used for no other
purpose other than the purchase order or the contract for which they were appropriated.

YEAR END DUTIES — OUTGOING OFFICIALS

Outgoing city controllers and city and town clerk-treasurers should completely post and balance
their records before turning them over to their successors on January 1, 2004.

If there are any securities and undeposited cash in the office on December 31, they should be
inventoried and/or counted and the new controller or clerk-treasurer should sign a receipt in triplicate to
be attested by the outgoing officer. One copy should be mailed to the State Board of Accounts with the
outgoing controller or clerk-treasurer and his successors each receiving a copy. Any cash change fund
should be returned to the fund from which it was advanced on or before December 31. In the event one of
the officers is not available, we suggest a disinterested third party be invited to witness the inventory or
cash count and this individual should attest to the receipt. (Example of such officials would be the Mayor,
City Police Chief, Town Council President, Town Marshal, etc.)
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YEAR END DUTIES — OUTGOING OFFICIALS (CONTINUED)

We also suggest the outgoing officer prepare in triplicate an itemized inventory of equipment in
the office at December 31 to be signed by the successor and attested to by the outgoing controller or
clerk-treasurer. Disposition of copies should be the same as outlined in the preceding paragraph.

As a matter of good business practice, the outgoing controller or clerk-treasurer should prepare
and give to the new officer a list of reports that must be filed in January and February of the new year.
The outgoing official should offer his/her assistance in preparing such reports and in reconciling the
depository accounts for the end of the year.

Among the reports that may be required to be filed by your unit are: Withholding Tax, Social
Security, Public Employees’ Retirement Fund Contributions, Utility Receipts Tax, Sales Tax, Annual
Report, Utility Report to Utility Regulatory Commission, Annual Report to the Common Council, Annual
Operational Report of Motor Vehicle Highway Fund, Report of Names, Addresses, Duties, and
Compensation of Public Employees, Accounts Payable at December 31, and Capital Assets at December
31.

FORMS PRESCRIBED BY THE STATE BOARD OF ACCOUNTS

Some computer hardware, software and application systems can produce exact replicas of the
forms prescribed by the State Board of Accounts and documented in the Accounting Manuals which this
agency provides to governmental units. In addition, some of the prescribed forms are currently replicated
on continuous, preformatted computer paper.

The State Board of Accounts prescribes the required accounting system forms, but does not
specify the source from which forms must be obtained. Therefore, the State Board of Accounts will not
take exception to the use of forms created by computer printer or utilizing continuous form computer
paper. These exact replications must be identical to the prescribed forms on format, titles and locations of
data. These exact replications of prescribed forms are not required to be submitted to the State Board of
Accounts for approval and each form should be identified as “FORM PRESCRIBED BY STATE BOARD
OF ACCOUNTS” in the same location as it is printed on the most recent revision of the prescribed form.

The use of computer generated prescribed forms should be brought to the attention of the Field
Examiners during the next regularly scheduled audit. The forms and the computer system operating the
forms are subject to a technical computer audit based upon the results of the Field Examiners’ risk
assessment.

ANNUAL OPERATIONAL REPORT OF LOCAL ROAD AND STREET OPERATIONS

Indiana Code 8-17-4.1 requires an operational report shall be prepared by all cities and towns
having a population of 20,000 or more with road and street responsibilities. The report shall be prepared
on forms prescribed by the State Board of Accounts and must disclose all information considered
necessary to reflect the financial condition and operations of the department.

A copy shall be filed with the State Board of Accounts, the governing body of the municipality,
HERPICC and the Planning Division of the State Department of Transportation by June 1 of the year next
following the operational report year. The report shall also be made available to the public and to the
press.
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ANNUAL OPERATIONAL REPORT OF LOCAL ROAD AND STREET OPERATIONS
(Continued)

The annual operational report shall be prepared and filed on City and Town Form No. 225. A
copy of the report will be furnished to all affected city and town officers by the State Board of Accounts.
Public Law 173, Acts of 2003, requires the State Board of Accounts to prescribe a more streamlined
report that will ease the preparation of the report. The new report format will be mailed to city and town
fiscal officers in January 2004.

DUNS NUMBER REQUIREMENTS

Beginning on October 1, 2003, all federal grant applicants must have a Dun and Bradstreet
‘DUNS” number (DATA UNIVERSAL NUMBERING SYSTEM) to apply for or renew grants or submit
plans under mandatory grant programs. The DUNS number will be required regardless of whether the
applicant is submitting a paper application or electronically filing through the new e-grants web portal:
www.grants.gov. The identifier will be used for tracking purposes, and to validate address and point of
contact information. A universal identifier also eliminates the need for separate identification numbers in
different federal agencies.

A DUNS number can be obtained by calling Dun and Bradstreet's toll free number at 1-866-705-
5711 or 1-800-234-3867. A number may also be obtained on-line at www.dnb.com/us/duns  update.

RAINY DAY FUND — SUPPLEMENTAL CAGIT, COIT AND CEDIT DISTRIBUTIONS

Public Law 267, Acts of 2003, changed the method of distributing CAGIT, COIT and CEDIT
revenue. IC 6-3.5-1.1-21.1, IC 6-3.5-6-17.3 and IC 6-3.5-7-17.3 state that if the Department of Revenue
determines that an excess of the amounts required to make distributions of CAGIT, COIT OR CEDIT
exists, such excess shall be distributed in a supplemental distribution in January of the ensuing budget
year. Any supplemental distributions received shall be deposited in the city or town’s rainy day fund.

TRANSFER OF APPROPRIATIONS

A city or town council may approve the transfer of money from one major budget classification to
another within a department or office if the transfer is determined to be necessary, does not require the
expenditure of more money than the total amount set out in the budget as finally determined, and the
transfer is approved at a regular public meeting and by proper ordinance or resolution. The transfer may
be made without notice and without the approval of the Department of Local Government Finance.

(IC 6-1.1-18-6)

APPROPRIATION OF INSURANCE CLAIM PROCEEDS

The fiscal officer a political subdivision may appropriate funds received from an insurance
company if: (1) the funds are received as a result of damage to property of the political subdivision; and
(2) the funds are appropriated for the purpose of repairing or replacing the damaged property. However,
the funds must be expended to repair or replace the property within the twelve month period after they
are received. (IC 6-1.1-18-7)


www.grants.gov
www.dnb.com/us/duns
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DORMANT FUND BALANCES-TRANSFERS AUTHORIZED

IC 36-1-8-5 gives city and town councils authority to order the transfer to the general fund or rainy
day fund any unused and unencumbered balance in any fund raised by a general or special tax levy, the
purposes of which have been fulfilled. This action may be taken by a city or town council at any public
meeting.

IC 36-1-8-5 states in part:

“(a) This section applies to all funds raised by a general or special tax levy on all the taxable
property of a political subdivision.”

“(b) Whenever the purposes of a tax levy have been fulfilled and an unused and unencumbered
balance remains in the fund, the fiscal body of the political subdivision shall order the balance
ofthat fund to be transferred as follows, unless a statute provides that it be transferred
otherwise,...(2) Funds of a municipality, to the general fund or rainy day fund of the municipality.”

INDEX TO BULLETINS

Enclosed with this issue is an index to the following issues of the Cities and Towns Bulletin:

1994 - March, June, September, December
1995 - March, June, September, December
1996 - March, June, September, December
1997 - March, June, September, December
1998 - March, June, September, December
1999 - March, June, September, December
2000 - March, June, September, December
2001 - March, June, September, December
2002 - March, June, September, December
2003 — March, June, September, December

The articles appearing in the year 1993 and prior issues have been revised and reprinted in later
issues. Also, articles revised in later issues that are obsolete have been omitted from the index. Please
discard all issues prior to March, 1994.
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MERRY CHRISTMAS

In reflecting back over the past years, we have all been faced with many new problems and
difficult decisions. Some of those problems have been resolved while many still remain for us to find
solutions. We extend, as we have in the past, our sincerest efforts for cooperation on a joint effort to
resolve those problems in our area of expertise.

We extend our thanks for the tremendous cooperation and assistance afforded our audit staff and
this Board throughout this year in an effort to improve audit efficiency. From each of us and our staff to
each of you and your staff, we send our best wishes for the holidays and our sincere wishes for a
prosperous and happier new year.

Charles Johnson Il
State Examiner

Michael A. Fiwek Marilyn S. Rudolph
Deputy State Examiner Deputy State Examiner



RATES for LEGAL ADVERTISING
Effective January 1, 2004

The following rates, effective January 1, 2004, were computed based upon the statutorily authorized
5% maximium increase allowed by P.L. 64-1995. Any percentage increase other than the 5% will require
a separate computation by the State Board of Accounts. Any publisher that has not chosen to increase
rates at all will continue to use the rate schedule that was effective January 1, 1988.

7 Em Column

7.4 Em Column

Number of Insertions

Number of Insertions

Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.314 0.469 0.626 0.783 55 0.332 0.496 0.662 0.827
6 0.288 0.430 0.574 0.717 6 0.304 0.455 0.607 0.758
6.5 0.266 0.397 0.530 0.662 6.5 0.281 0.420 0.560 0.700
7 0.247 0.369 0.492 0.615 7 0.261 0.390 0.520 0.650
7.5 0.230 0.344 0.459 0.574 7.5 0.243 0.364 0.485 0.607
8 0.216 0.323 0.431 0.538 8 0.228 0.341 0.455 0.569
9 0.192 0.287 0.383 0.478 9 0.203 0.303 0.405 0.506
10 0.173 0.258 0.344 0.430 10 0.183 0.273 0.364 0.455
12 0.144 0.215 0.287 0.359 12 0.152 0.227 0.303 0.379
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81

7.83 Em Column 8 Em Column
Number of Insertions Number of Insertions

Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.351 0.525 0.700 0.875 55 0.359 0.536 0.716 0.894
6 0.322 0.481 0.642 0.802 6 0.329 0.492 0.656 0.820
6.5 0.297 0.444 0.593 0.741 6.5 0.304 0.454 0.606 0.757
7 0.276 0.412 0.550 0.688 7 0.282 0.421 0.562 0.703
7.5 0.258 0.385 0.514 0.642 7.5 0.263 0.393 0.525 0.656
8 0.241 0.361 0.482 0.602 8 0.247 0.369 0.492 0.615
9 0.215 0.321 0.428 0.535 9 0.219 0.328 0.437 0.547
10 0.193 0.289 0.385 0.481 10 0.197 0.295 0.394 0.492
12 0.161 0.241 0.321 0.401 12 0.164 0.246 0.328 0.410
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
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8.2 Em Column 8.3 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.368 0.550 0.734 0.917 55 0.372 0.556 0.742 0.928
6 0.337 0.504 0.672 0.840 6 0.341 0.510 0.681 0.851
6.5 0.311 0.465 0.621 0.776 6.5 0.315 0.471 0.628 0.785
7 0.289 0.432 0.576 0.720 7 0.293 0.437 0.583 0.729
7.5 0.270 0.403 0.538 0.672 7.5 0.273 0.408 0.544 0.680
8 0.253 0.378 0.504 0.630 8 0.256 0.382 0.510 0.638
9 0.225 0.336 0.448 0.560 9 0.228 0.340 0.454 0.567
10 0.202 0.302 0.403 0.504 10 0.205 0.306 0.408 0.510
12 0.169 0.252 0.336 0.420 12 0.171 0.255 0.340 0.425
Rate / Square 514 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
8.4 Em Column 8.5 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.377 0.563 0.751 0.939 55 0.381 0.570 0.760 0.950
6 0.345 0.516 0.689 0.861 6 0.350 0.522 0.697 0.871
6.5 0.319 0.476 0.636 0.795 6.5 0.323 0.482 0.643 0.804
7 0.296 0.442 0.590 0.738 7 0.300 0.448 0.597 0.747
7.5 0.276 0.413 0.551 0.689 7.5 0.280 0.418 0.558 0.697
8 0.259 0.387 0.517 0.646 8 0.262 0.392 0.523 0.653
9 0.230 0.344 0.459 0.574 9 0.233 0.348 0.465 0.581
10 0.207 0.310 0.413 0.516 10 0.210 0.313 0.418 0.523
12 0.173 0.258 0.344 0.430 12 0.175 0.261 0.349 0.436
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
8.6 Em Column 8.75 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.386 0.576 0.769 0.961 55 0.393 0.586 0.783 0.978
6 0.354 0.528 0.705 0.881 6 0.360 0.538 0.718 0.897
6.5 0.326 0.488 0.651 0.814 6.5 0.332 0.496 0.662 0.828
7 0.303 0.453 0.604 0.755 7 0.308 0.461 0.615 0.769
7.5 0.283 0.423 0.564 0.705 7.5 0.288 0.430 0.574 0.717
8 0.265 0.396 0.529 0.661 8 0.270 0.403 0.538 0.673
9 0.236 0.352 0.470 0.588 9 0.240 0.358 0.478 0.598
10 0.212 0.317 0.423 0.529 10 0.216 0.323 0.431 0.538
12 0.177 0.264 0.353 0.441 12 0.180 0.269 0.359 0.448
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
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8.8 Em Column 8.9 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.395 0.590 0.787 0.984 55 0.399 0.597 0.796 0.995
6 0.362 0.541 0.722 0.902 6 0.366 0.547 0.730 0.912
6.5 0.334 0.499 0.666 0.832 6.5 0.338 0.505 0.674 0.842
7 0.310 0.463 0.619 0.773 7 0.314 0.469 0.626 0.782
7.5 0.289 0.433 0.577 0.721 7.5 0.293 0.437 0.584 0.730
8 0.271 0.406 0.541 0.676 8 0.274 0.410 0.547 0.684
9 0.241 0.360 0.481 0.601 9 0.244 0.365 0.487 0.608
10 0.217 0.324 0.433 0.541 10 0.220 0.328 0.438 0.547
12 0.181 0.270 0.361 0.451 12 0.183 0.273 0.365 0.456
Rate / Square 514 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
9 Em Column 9.3 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.404 0.603 0.805 1.006 55 0.417 0.623 0.832 1.040
6 0.370 0.553 0.738 0.922 6 0.382 0.571 0.763 0.953
6.5 0.342 0.510 0.681 0.851 6.5 0.353 0.527 0.704 0.880
7 0.317 0.474 0.633 0.791 7 0.328 0.490 0.654 0.817
7.5 0.296 0.442 0.590 0.738 7.5 0.306 0.457 0.610 0.762
8 0.278 0.415 0.554 0.692 8 0.287 0.429 0.572 0.715
9 0.247 0.369 0.492 0.615 9 0.255 0.381 0.508 0.635
10 0.222 0.332 0.443 0.553 10 0.229 0.343 0.458 0.572
12 0.185 0.276 0.369 0.461 12 0.191 0.286 0.381 0.477
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
9.5 Em Column 9.6 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.426 0.637 0.850 1.062 55 0.431 0.643 0.859 1.073
6 0.391 0.584 0.779 0.974 6 0.395 0.590 0.787 0.984
6.5 0.361 0.539 0.719 0.899 6.5 0.364 0.544 0.727 0.908
7 0.335 0.500 0.668 0.834 7 0.338 0.506 0.675 0.843
7.5 0.313 0.467 0.623 0.779 7.5 0.316 0.472 0.630 0.787
8 0.293 0.438 0.584 0.730 8 0.296 0.442 0.590 0.738
9 0.260 0.389 0.519 0.649 9 0.263 0.393 0.525 0.656
10 0.234 0.350 0.467 0.584 10 0.237 0.354 0.472 0.590
12 0.195 0.292 0.390 0.487 12 0.197 0.295 0.394 0.492
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
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9.9 Em Column

10 Em Column

Number of Insertions

Number of Insertions

Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.444 0.664 0.886 1.107 55 0.449 0.670 0.895 1.118
6 0.407 0.608 0.812 1.015 6 0.411 0.614 0.820 1.025
6.5 0.376 0.561 0.749 0.937 6.5 0.380 0.567 0.757 0.946
7 0.349 0.521 0.696 0.870 7 0.352 0.527 0.703 0.878
7.5 0.326 0.487 0.649 0.812 7.5 0.329 0.492 0.656 0.820
8 0.305 0.456 0.609 0.761 8 0.308 0.461 0.615 0.769
9 0.271 0.406 0.541 0.676 9 0.274 0.410 0.547 0.683
10 0.244 0.365 0.487 0.609 10 0.247 0.369 0.492 0.615
12 0.204 0.304 0.406 0.507 12 0.206 0.307 0.410 0.512
Rate / Square 514 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
10.5 Em Column 11  Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.471 0.704 0.939 1.174 55 0.493 0.737 0.984 1.230
6 0.432 0.645 0.861 1.076 6 0.452 0.676 0.902 1.127
6.5 0.399 0.595 0.795 0.993 6.5 0.418 0.624 0.833 1.041
7 0.370 0.553 0.738 0.922 7 0.388 0.579 0.773 0.966
7.5 0.345 0.516 0.689 0.861 7.5 0.362 0.541 0.722 0.902
8 0.324 0.484 0.646 0.807 8 0.339 0.507 0.677 0.845
9 0.288 0.430 0.574 0.717 9 0.302 0.451 0.601 0.752
10 0.259 0.387 0.517 0.646 10 0.271 0.406 0.541 0.676
12 0.216 0.323 0.431 0.538 12 0.226 0.338 0.451 0.564
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
11.25 Em Column 11.5 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.505 0.754 1.006 1.258 55 0.516 0.771 1.029 1.286
6 0.463 0.691 0.923 1.153 6 0.473 0.707 0.943 1.179
6.5 0.427 0.638 0.852 1.064 6.5 0.437 0.652 0.870 1.088
7 0.397 0.592 0.791 0.988 7 0.405 0.606 0.808 1.010
7.5 0.370 0.553 0.738 0.922 7.5 0.378 0.565 0.754 0.943
8 0.347 0.518 0.692 0.865 8 0.355 0.530 0.707 0.884
9 0.308 0.461 0.615 0.769 9 0.315 0.471 0.629 0.786
10 0.278 0.415 0.554 0.692 10 0.284 0.424 0.566 0.707
12 0.231 0.346 0.461 0.576 12 0.236 0.353 0.472 0.589
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
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12  Em Column

12.2 Em Column

Number of Insertions

Number of Insertions

Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.538 0.804 1.073 1.342 55 0.547 0.818 1.091 1.364
6 0.493 0.737 0.984 1.230 6 0.502 0.750 1.000 1.250
6.5 0.455 0.681 0.908 1.135 6.5 0.463 0.692 0.923 1.154
7 0.423 0.632 0.843 1.054 7 0.430 0.642 0.857 1.072
7.5 0.395 0.590 0.787 0.984 7.5 0.401 0.600 0.800 1.000
8 0.370 0.553 0.738 0.922 8 0.376 0.562 0.750 0.938
9 0.329 0.492 0.656 0.820 9 0.334 0.500 0.667 0.834
10 0.296 0.442 0.590 0.738 10 0.301 0.450 0.600 0.750
12 0.247 0.369 0.492 0.615 12 0.251 0.375 0.500 0.625
Rate / Square 514 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
12.4 Em Column 12.41 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.556 0.831 1.109 1.386 55 0.557 0.832 1.110 1.387
6 0.510 0.762 1.017 1.271 6 0.510 0.762 1.018 1.272
6.5 0.471 0.703 0.939 1.173 6.5 0.471 0.704 0.939 1.174
7 0.437 0.653 0.872 1.089 7 0.437 0.654 0.872 1.090
7.5 0.408 0.609 0.813 1.017 7.5 0.408 0.610 0.814 1.017
8 0.382 0.571 0.763 0.953 8 0.383 0.572 0.763 0.954
9 0.340 0.508 0.678 0.847 9 0.340 0.508 0.678 0.848
10 0.306 0.457 0.610 0.762 10 0.306 0.457 0.611 0.763
12 0.255 0.381 0.508 0.635 12 0.255 0.381 0.509 0.636
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
12.5 Em Column 13  Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.561 0.838 1.118 1.397 55 0.583 0.871 1.163 1.453
6 0.514 0.768 1.025 1.281 6 0.535 0.799 1.066 1.332
6.5 0.474 0.709 0.946 1.182 6.5 0.493 0.737 0.984 1.230
7 0.441 0.658 0.879 1.098 7 0.458 0.685 0.914 1.142
7.5 0.411 0.614 0.820 1.025 7.5 0.428 0.639 0.853 1.066
8 0.386 0.576 0.769 0.961 8 0.401 0.599 0.800 0.999
9 0.343 0.512 0.683 0.854 9 0.356 0.532 0.711 0.888
10 0.308 0.461 0.615 0.769 10 0.321 0.479 0.640 0.799
12 0.257 0.384 0.513 0.641 12 0.267 0.399 0.533 0.666
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
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13.5 Em Column

14

Em Column

Number of Insertions

Number of Insertions

Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.606 0.905 1.208 1.509 55 0.628 0.938 1.252 1.565
6 0.555 0.829 1.107 1.383 6 0.576 0.860 1.148 1.435
6.5 0.512 0.766 1.022 1.277 6.5 0.531 0.794 1.060 1.324
7 0.476 0.711 0.949 1.186 7 0.493 0.737 0.984 1.230
7.5 0.444 0.664 0.886 1.107 7.5 0.461 0.688 0.918 1.148
8 0.416 0.622 0.830 1.038 8 0.432 0.645 0.861 1.076
9 0.370 0.553 0.738 0.922 9 0.384 0.573 0.765 0.956
10 0.333 0.498 0.664 0.830 10 0.345 0.516 0.689 0.861
12 0.278 0.415 0.554 0.692 12 0.288 0.430 0.574 0.717
Rate / Square 514 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
14.5 Em Column 15 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.650 0.972 1.297 1.621 55 0.673 1.005 1.342 1.677
6 0.596 0.891 1.189 1.486 6 0.617 0.922 1.230 1.537
6.5 0.550 0.822 1.098 1.372 6.5 0.569 0.851 1.135 1.419
7 0.511 0.764 1.019 1.274 7 0.529 0.790 1.054 1.318
7.5 0.477 0.713 0.951 1.189 7.5 0.493 0.737 0.984 1.230
8 0.447 0.668 0.892 1.114 8 0.463 0.691 0.923 1.153
9 0.397 0.594 0.793 0.991 9 0.411 0.614 0.820 1.025
10 0.358 0.535 0.713 0.892 10 0.370 0.553 0.738 0.922
12 0.298 0.445 0.595 0.743 12 0.308 0.461 0.615 0.769
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
16.5 Em Column 17 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
55 0.740 1.106 1.476 1.845 55 0.763 1.139 1.521 1.901
6 0.678 1.014 1.353 1.691 6 0.699 1.044 1.394 1.742
6.5 0.626 0.936 1.249 1.561 6.5 0.645 0.964 1.287 1.608
7 0.582 0.869 1.160 1.449 7 0.599 0.895 1.195 1.493
7.5 0.543 0.811 1.082 1.353 7.5 0.559 0.836 1.115 1.394
8 0.509 0.760 1.015 1.268 8 0.524 0.783 1.046 1.307
9 0.452 0.676 0.902 1.127 9 0.466 0.696 0.929 1.161
10 0.407 0.608 0.812 1.015 10 0.419 0.627 0.836 1.045
12 0.339 0.507 0.677 0.845 12 0.350 0.522 0.697 0.871
Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
2004 Legal Advertising Rates Page 6 of 7



18 Em Column 20 Em Column
Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4
5.5 0.807 1.206 1.610 2.012 55 0.897 1.341 1.789 2.236
6 0.740 1.106 1.476 1.845 6 0.822 1.229 1.640 2.050
6.5 0.683 1.021 1.362 1.703 6.5 0.759 1.134 1.514 1.892
7 0.634 0.948 1.265 1.581 7 0.705 1.053 1.406 1.757
7.5 0.592 0.885 1.181 1.476 7.5 0.658 0.983 1.312 1.640
8 0.555 0.829 1.107 1.383 8 0.617 0.922 1.230 1.537
9 0.493 0.737 0.984 1.230 9 0.548 0.819 1.093 1.366
10 0.444 0.664 0.886 1.107 10 0.493 0.737 0.984 1.230
12 0.370 0.553 0.738 0.922 12 0.411 0.614 0.820 1.025
Rate / Square 514 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
2004 Legal Advertising Rates Page 7 of 7
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INDEX TO CITIES AND TOWNS BULLETIN
(March 1994 through December 2003 Inclusive)

Issue
A-133 REQUIREMENTS......ooiiiiiieie ettt e Dec. 1997
ABC EXCISE TAX ittt ettt ettt e s e e et e e s st e e e anteeeeennnaeeeennnee March 1994
ABC GALLONAGE TAX. ittt ettt ettt a e e e nnae e e e eneee March 1994
ABANDONED VEHICLE FUND ......ccciiiiiiiiiee et IC 9-22-1
ACCESSIBLE PARKING .......occiitiiie ittt Sept. 1996
ACCIDENT REPORTS
g o To1 Yo [ =T USSR Sept. 2003
.............................................................................................................. Sept. 2000
ACCOUNTING MANUAL
Additional COPIES......uviiiiiieeiieiiieee e e e e Dec. 2001
ACCOUNTS PAYABLE VOUCHER REGISTER
USE Of et e aee e Sept. 1996
.............................................................................................................. June 1997
ACKNOWLEDGMENTS
Clerk-Treasurer's Notary POWEIS ..........cooiiiiiiiiiiiiiiiieeee e Sept. 1998
ADDITIONAL EXCISE TAX JUDGMENTS
PrOCEAUIE ... e e e e e Dec. 1996
ADVANCE OF PROPERTY TAXES
AUTNOTIEY TOF Lo e e e Sept. 1997
ADVERTISING, PUBLIC NOTICE
Additional Appropriations (IC 6-1.1-18-5) .......cccceeiiiiiiiii e Dec. 2001
.............................................................................................................. Sept. 1994
ANNUAL REPOI ... e e Dec. 1995
.............................................................................................................. Dec. 2000
General ReEqQUIrEMENTS .......ooiiiiiii e June 2002
Notice to Bidders - Detailed Specifications Unnecessary ...........ccccoecvveenne June 1994
Ordinances, PEeNal ............uuiiiiiiiiieee e Sept. 2002
POSHING NOTICES ....coiiieiiiie ittt Sept. 2000
PUDIC PUFCNASES .......eeiiiii i IC 5-22
Publishing in Newspapers Owned by Official............cccooceeeieiiiiiiciieeeee, Sept. 2002
RAES ..o Dec. 1997
.............................................................................................................. March 1999
.............................................................................................................. Dec. 1999
.............................................................................................................. March 2001
.............................................................................................................. Dec. 2001
............................................................................................ Mar. 2003
............................................................................................ Dec. 2003
Rental - Purchase Agreements ... March 2002

Salaries - Elected City OffiCials ..........ccceveiiiiiiiiiiiiie e Sept. 2003

10-11

oo

13-19
12-18
6-12

10-11
10-11
7-13
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Issue
AID TO COMMUNITY FACILITIES AND PROGRAMS
Contract REQUITEA ........ooiiiiiiieiie e s Sept. 2002
AIRPORTS
Assistance to Private AirPOrtS.........oooo i IC 36-9-2-3
Joint Airport AUTNOFILIES .........ueeei e March 2003
ALCOHOL AND DRUG COUNTERMEASURES FEE
Procedures for Distribution .............cccccoe oo Sept. 2000
ALCOHOLIC BEVERAGE TAXES AND PERMIT FEES
Distribution to Cities and Towns
Auditor of State Distribution Account Numbers ............ccccccveieiiinnnee. Dec. 1994
o7 T I ) SR March 1994
(CT=111o] 0 F=To [T - ) GO U PP PR March 1994
AMBULANCE SERVICE
Emergency Medical SErVICES .........coiuiiiiiiiiiie e March 1998
ANNUAL REPORT
ComPpULEriZed VEISION .....oveiiiieiie e Dec. 2001
Motor Vehicle Highway Operational ..............cccccoeoiiiiiiiieeiee e Dec. 2003
Publication in Pamphlet Form - Second Class Cities..........cccoceeeiiiiiennne Dec. 2000
Publication Requirements.............ooiiiiiiiiiiie e Dec. 2000
Report to Bondholders...........ooouiiiiiiiiii e Dec. 2000
APPROPRIATIONS
AAItIONAL ... Dec. 2001
Budget - Final ACHON ........ooiiiiii e Dec. 1998
Cumulative FUNAS.........cc.eiiiiieiee e Sept. 1997
[ o] E= 1 1T0] o1 PRSP June 1996
ENCUMDBIance Of.........oioiiie e Dec. 2003
Federal FUNGS........oouiiiie et March 1997
Insurance Claim ProCeeds ...........ouuviiiiiiciiiiiieee e e Dec. 2003
Not To Exceed Budget ..o Dec. 1998
Overdrawn - Prohibited...........coooi e March 1998
Parking Meter FUNAS ..........oiiiii e IC 36-9-12-5
ReQUIFEMENTES ..o June 2000
.............................................................................................................. Sept. 2000
StAte GrantS.. ... March 2002
.............................................................................................................. March 1997
TrANSTEIS ..ot e e et e e e e e e naeas Dec. 2003
Park and Recreation Boards - Transfers..........cccccooviiiiiiii e March 1998
When NOot REQUIrEd ...t June 2000
APPROVALS, FORM
Accounting Forms and Systems..........oooiiiiiiii i March 1996
ComMPUEET FOIMS ....oiiiiiii e Dec. 2003
.............................................................................................................. March 1996
.............................................................................................................. Sept. 2000
1070] 0[] (/o] SRR March 1996
.............................................................................................................. June 1996

ARSON INVESTIGATION FINANCIAL ASSISTANCE FUNDS
[l (o To7=To [UT =T

March 2002

2-4

2-4
9-10
4-5
21
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Issue Page
ASSET FORFEITURE ..ottt ettt IC 34-24
ASSETS
INVENTOTIES ...ttt e e e e e e e eaeeeas Sept. 1995 21
Estimating The Cost Of ........ooiiii e March 2002 10
ASSIGNMENT OF WAGES
PrOCEAUIES ... e e Dec. 1994 4
.............................................................................................................. March 1998 6
.............................................................................................................. Sept. 2001 10-11
ATTORNEY, CITY
Additional Compensation...........coooiiiiiiiii e March 1996 7
AUDITS
Not-For-Profit Corporations ... Dec. 1996 6
1] T | SR Sept. 1996 10
.............................................................................................................. Dec. 1997 5-7
REQUESES......eieeiiiie e Sept. 2001 7
BAD CHEGCKS ...ttt e e ettt e e e st e e e s anneeeeeanes Dec. 1995 2
.............................................................................................................. Sept. 2000 5
BAIL BONDS - ADMINISTRATION FEES ........cooiiiiiiee e IC 35-33-8-3.2
BANDS AND ORCHESTRAS
RST0 o] o o] o Ae ) S Dec. 1998 2
BANK RECONCILEMENTS
Required MONthly....... ..o Dec. 2000 4
BANK/CREDIT CARD PAYMENTS TO CITIES AND TOWNS..................... Sept. 2003 12-13
BARRETT LAW (General Statute, IC 36-9-37)
Certification of Waivered and Nonwaivered Assessments.............cccooueeee. IC 36-9-37-9
Custodian of FuNds (IC 36-9-37-4)........coouiiiiiiiiiieeiee e March 1998 2
Interest and Penalty on Delinquent Assessments..........cccccovvceeeeiiiiene e, IC 36-9-37-21
INVESTMENES ..o a e IC 36-9-37-15
Official Bonds (IC 36-9-37-7).....ccveieiiiiie ettt March 1998 2
Old Waivered BalanCes ............cocuuiiiiiiiiee et IC 36-9-37-42
Payments to Bond HOIAErs.............ouiiiiiiiii e IC 36-9-37-43
PrePayMENTS......ciiiiiiiii et rreee e IC 36-9-37-44
Release of Lien on Unpaid Assessments (IC 32-8-7-3) .......ccceevvecrvrieenennnn. March 1998 2
NOTE: For further discussion on Barrett Law, see Cities and Towns Accounting Manual for the following
articles:
Delinquent Waivered ASSESSMENTS .........cooviiiiiiiiiiiiie e 45-2
Explanation of Use of FOrMS........oooiiiiiiiiii e, 45-1 t0 45-13
Nonwaivered Barrett Law Assessments ..........cccoeeeieiiiiiiiiiiciee e 45-1
101 o7t T =T o] oo [T 45-3
Old Barrett Law Waivered Balances.........ccccocvveeeviiiieeiniiiee e 45-3
Prescribed FOrMS.... ..o 42-5
Release of Lien on Unpaid ASSESSMENTS ........ccevvveveeeeiiiiiiiiiieeee e 45-3

Waivered Barrett Law AssSessments........cooeeeeviiveeiiieiieeeeeeeeeeeeen 45-1
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Issue

BIDS

Cancellation Of .........ooo i March 1999

Escalator Clause......... ... IC 5-22-17-10

Petroleum Products. ........ ..o Sept. 2003

Public Construction......... ..o IC 36-1-12

PUDIIC PUFCRASES ...t IC 5-22
BONDED INDEBTEDNESS

BanK ACCOUNLS ...t e a e Sept. 1995

Destruction of Bond and COUPONS..........ccccuviiiiiiieee e Sept. 2002

.............................................................................................................. June 2001

General Statutory Requirements in Cities .........ccccceiiiiiiini e, March 1995

General Statutory Requirements in TOWNS ........cccccooiiiiiiiiiiieee e, March 1995

Premium and Accrued Interest ... Sept. 1994

Registered BONAS .........coiiiiiiiiiieiee e Sept. 1995

Reports to Bondholders..........oooeeeiiiiiieee e Sept. 1995

Surplus Bond ProCeEAS..........coooiiiiiiiiie e June 1997
BONDS, OFFICIAL (IC 5-4-1)

Barrett LAW ... IC 36-9-37-7

Parks and Recreation - Officers and Employees ...........cccccceeeeeiiiciiiieenenn.n. IC 36-10-3-16

.............................................................................................................. Sept. 1996

BUDGETS

FINAl ACHON ... e e e e e Dec. 1998
BUILDING AUTHORITIES .....ooiii ettt et sntee e e sreee e Sept. 2002
BUILDING PERMIT FEES

[ ot oT=Y gl o F= o o |1 o [ SR Sept. 1995
BUILDINGS, MUNICIPAL

CumMUIAtIVE FUNG.....ooiiiiii e March 2001
BULLETINS

Charges for Supplemental CopIes.........cooiiiiiiiiiiiiie e Sept. 1996

0o = USSR Dec. 2003

Reproduction of BUlletins............eeeiiii e Sept. 1996
BUY MONEY

Pay to Informants, ELC. ........ooiviiiiieiiiiee e Sept. 1993
CASH CHANGE FUND

Procedure to Establish ... March 2002

Changing Amount Set by Council..............cooiiiiiiiii e, March 2003
CASH RESERVE FUND

General StatUe.......oooi i IC 8-1.5-3-11

g o Lot Yo [ = SR Sept. 1994

CEDIT TAX
PrOCEAUIE. ... June 1997

—\_\_‘
oo w9

=N W

14-16
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Issue

CEMETERIES

Municipally Operated........ ..o IC 23-14-65
CERTIFICATIONS

To County Treasurer - Names and Addresses.......ccccovcveeeeviiereeenciieee e Dec. 2000
CERTIFIED CHECKS

Alternatives Available ..........coooviiiiiiiii Dec. 1995
CERTIFIED TECHNOLOGY PARKS

Procedures to EstabliSh..........ccceiiiiiiiei e Dec. 2002
CHECKS (WARRANTS) (See WARRANTS)

(o] o= o RO PUPRPRPPPRP IC 35-43-5-2

1Yo =Y o] (o] o 1SR IC 35-43-5-3
CHILD LABOR LAW RESTRICTIONS

[X=To 01 =1 (o] o T SRR Sept. 1999

RESEBIrEaKS .....ooiiiiiiiie e Dec. 2001
CHILD SUPPORT WITHHOLDINGS

g o ToT Yo [ =T SRS Dec. 2002
CIGARETTE TAX

Cumulative Capital Improvement Fund..................o. Sept. 2002

Distribution - Auditor of State Account Numbers.............ccccooiiiiiiiiiiinn. Dec. 1994

Distribution - New City or Town Eligible ..............cccooiiie Sept. 1995
CITY AND TOWN COURT COST FUND

Procedures for Claiming from County ..........cccceveeiiiiiiiieeeee e Sept. 2000
CITY-COUNTY BUILDING AUTHORITY

Provisions of GOVErning Law...........cceeiiiiiiiiiiiiiee e IC 36-9-13

.............................................................................................................. Sept. 2002

CITY MANAGER

EMpPloyment Of ... Sept. 1997
CLAIMS

Accounts Payable Voucher Register..........ccccciiiiiiiiiiiiieeeee Sept. 1996

.............................................................................................................. June 1997

Allowance of City Claims ...........cooiiiiiiiiiiie e June 2003

Allowance of Water, Gas, and Electric Claims .........cccccoceviiiiniiniicneee June 2003

Computing Salaries for Partial Months...........ccccceeieiiiiiie Dec. 1994

Filing and DOCKETING ....coeiiiiiiieiieee e March 2000

Interest on Payments for Road Work ... June 2003

Interest on Public Contracts ..o June 2003

Official’s Responsibility for DisSbursing............cccoeiieeiiiiiiie e, Dec. 1997

Payment of Invoices or Bills - Requirements..............cccoiiiiiiniiiiiieenens March 2000

Payment Prior to Board AlIOWaNCe...........cccuueiiiiiiiiiiiiiieeeee e Sept. 1995

Rubber Stamp Signatures ........c..ooveiiiiii e Sept. 2002

Payments to State and Federal AGEeNCIES ........ceeeviviiiieeiiiiiie e March 2000

4-5
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13-14
14

2-3
12
13
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2-3
18-19
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Issue
CLERK-TREASURER
Appointment of Office Personnel...........ccccooiiiiiii e Dec. 1997
Conveyances, Mortgages or Instruments of Writing ...........ccccccovieinninen. Sept. 2000
Liability-TOWN ... e Sept. 1997
NOLAIY POWETS ..ot Sept. 1998
Powers and Duties of Clerk-Treasurer
City - 2nd Class CitieS.......cueiriiiieiiiiie e IC 36-4-10-5
City - 3rd Class CilieS.......ueveiiiiiieiiiiie e IC 36-4-10-4.5
TOWN. e June 1999
.............................................................................................................. IC 36-5-6-6
IS et e e e e e e e e e March 1996
Residence Requirement ...........c.oooiiiiiiiiiiie e March 2003
Utility Billing and Collection EMPIOYEEs ..........occeviiiiiiiiiiiieeieee e Dec. 1997
Year ENd DULIES. ... .. Dec. 2003
CLOTHING AND EQUIPMENT ALLOWANCE
City Police Officers and Firefighters .........cccccvviiiiiiii e, March 1999
TOWN Marshals ........ooooiiiii e March 1999
Volunteer Firefighters ... Sept. 1996
.............................................................................................................. March 1999
COMMISSIONS
Vending MacChines ...........oii i Dec. 1996
COMMON COUNCIL
Condemnation, Rental, Purchase of Property..........ccooiioiiie IC 36-9-6-4
Legal ASSIStaNTS. .......eeiii i Sept. 2002
COMMUNITY PROGRAMS — AID TO
ContraCt REQUITEA .........uuiiiiiiie et Sept. 2002
COMPENSATION
Absence From Work for INJUIY ..........cooiiioiiiiieie e March 1998
Additional Compensation
City AHOMNEY ... March 1996
City Officers and Employees-from a Utility or Function ....................... Sept. 2003
Advance Payments Prohibited ..........cccociiiiii March 1999
Annual Salaries - Proper Payments ..........ccooceviiiiieeiniieee e March 2003
Appointive City Officers and Employees ............oooiiiiiiiiiiiiiiieeeeeee Sept. 2003
ASSIGNMENT Of WAGES......eiiiiiiiiie ettt Dec. 1994
.............................................................................................................. March 1998
.............................................................................................................. Sept. 2001
Banks - Paymentt0 .........oeiiiiiiiii e March 1997
City Officers and EMPIOYEES ...........uuveeiieiiiiiiiiieee e Sept. 2003
Compensatory Time Off ... March 1997
Computing Salaries for Partial Months ..., Dec. 1994
Deceased EMPIOYEES.........ooiiiiiiii i June 2000
Elected City OffiCialS........c.ueeiiiiiiieie e Sept. 2003
Federal Minimum Wage and Overtime Provisions.............ccccccoveeeeiiiieeeee March 2000
Firefighters and Police OffiCers ... March 1999
GhOSt EMPIOYEES ...ttt IC 35-44-2-4
Hours Worked - Record Required ..., IC 5-11-9-4
Jury Duty and Subpoenaed WItNESS ..........ccccueveiiiiiieeiiiiee e Sept. 1998
.............................................................................................................. March 1999
OVEIrPAYMENTS OF ..o e e e s March 1998
Prevailing Wages — Common Construction Wage .........ccccceeeeveviviiieeeneennn. March 2000

wWwoo s
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Issue
Town Officers and EMPIOYEES..........cooiiiiiiiiiiiiie e Sept. 2003
Park and Recreation - Salary INCreases...........cocceviiieeiiiiiiee e March 1998
LAV = 1A= o ) P RSRT Sept. 2001
Record of Hours Worked...........ooooii e June 2003
COMPUTER SYSTEMS
Purchases and Form Approvals .........cccccoeeiii Dec. 2003
.............................................................................................................. March 1996
.............................................................................................................. Sept. 2000
Hardware and SOftWare ... March 1994
CONFISCATED WEAPONS
DiSPOSAl OF ... Sept. 2003
CONFLICT OF INTEREST
PUDIIC OffiCIAIS ....eeii et March 2003
StatemMeNnt FOMM . ...ooiiie e March 2003
CONTRACTS
Construction Contracts, Report Of ............oocciiiiiiiii e, Sept. 2000
Doing Business With Public Depository Officials or Public Printers............ Sept. 2002
ESCalator ClausSe............ueiiiiiiee e IC 5-22-17-10
Interest In by Public OffiCials ..........ccoiiiiiii e March 2003
Not-For-Profit Corporations ... Dec. 1996
Prevailing Wages — Common Construction Wage ...........ccccccoiieeiiiiieennns March 2000
RELAINAGE ...coiiiiiiii e Sept. 2003
Volunteer Fire COMPANIeS ..........eiiiiiiiiiiiiie e Dec. 2000
CONTRIBUTIONS, DONATIONS, GIFTS
PrOCEAUIES ..ottt June 1996
CONTROLLED SUBSTANCE EXCISE TAX
Use for Criminal Investigations ... Sept. 2000
CONVEYANCES, MORTGAGES OR INSTRUMENTS OF WRITING
City Clerk or Clerk-Treasurer's POWErS..........cccoiiiiiiiiiiiieiieee e Sept. 2000
COOPERATIVE FACILITIES
Agreements Between Local Governmental Units...........cccceevceeeeicieneenee, IC 36-1-7
COPY FEES ...t et e e et ee e Dec. 1995
.............................................................................................................. June 1999
CORPORATIONS
NOt-FOr-Profit AUAITS ........cooviiiiiie i Dec. 1996

COST SAVING INCENTIVE PROGRAM.......ooiiiiiieee e June 2003

5-7

11-12
3-4

21-22
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Issue Page
COURTS, CITY AND TOWN
Additional Excise Tax JuUdgmMENtS.........cceeeiiiiiiiiiiiieee e Dec. 1996 7-9
Bank/Credit Card Payments.. ........coouiiiiiiiiiei e Sept. 2003 13
Clerk’s Record Perpetuation Fund ..o Sept. 2001 1
DINR FINES .ttt e e e e e e Dec. 2001 8
DOCUMENE FEES ... Sept. 2000 4
Document Storage FEE .......cooiiiiiiiiiiiie e Sept. 2001 1
Highway Worksite Zone FEE ..........uuviiieiiiiiieieee e June 1996 6
INVESTMENTS .o e e eaa e Sept. 1998 1
Late Payment FEE ........ooiiiiiiii e Sept. 2001 8
Moving Traffic Violations — Enforcement.............cccoooiiiiiiiiieee Sept. 2002 2
Old Outstanding ChecCks...........ooiuiiiiiiii e Dec. 2001 3
Overweight Vehicles - Judgments..........ooooiiiiiiiiii e, Dec. 1998 4
Seatbelt VIolations ..o Sept. 2002 1
Probation User FEEs...... .o Sept. 2003 14
Special Judges and Judges Pro TEMPOTIe .........ccceeevviieeeiiiieeeesiiiee e Mar. 2001 3
Speed Limits — City and TOWn Streets .........oovvviiiieeiiiiieeeee e Sept. 2002 2-3
State User FEes - INCrease..........ccccuuveeeiiiiiiieceeeee e Sept. 2000 1
Tobacco —Sale t0 MINOrS.........cuiuiiiiii e June 2003 14
TrUSE EIMS ... e e e e Dec. 2001 2
CREDIT CARDS
Procedures for Payment by Taxpayers and Utility Customers.................... Sept. 2003 12-13
Procedures for PUrChases ... June 2000 16
CRIMINAL JUSTICE INSTITUTE GRANTS
g o To1 Yo [ =T S March 2002 4
CRIMINAL HISTORY FEES
PrOCEAUIES ... et e e s neeee e March 1995 10
CUMULATIVE FUNDS
APPropriation Of ... Sept. 1997 1
Cumulative Building FUNd.........ooouiiiii e March 2001 2
Cumulative Capital Development FuNd.........cccocciiiiiiiiiiii e, March 1994 3-5
Cumulative Capital Improvement Fund (Cigarette Tax Supported)
Auditor of State Distribution Account Number ... Dec. 1994 4
Capital Improvement defined ..o Sept. 1995 3
U S BS ittt e e e e e e e e e e e e e e et eaaaaeaeaans Sept. 2002 9
Cumulative Capital Improvement Fund (Tax Levy Supported) .................. IC 36-9-16-3
Cumulative Drainage FUNd............ooiiiiiiiieiiie e IC 36-9-27-99
Fire Stations, Fire Equipment and Police Radio
Equipment in Cities and Towns (IC 36-8-14)........ccccceeevviiiiiieeeeee e, Sept. 1996 1
Municipal BUildiNgS .........oviiiiiiiii e March 2001 2
Parks, Cities (IC 36-10-4-36)........ccccourreiiiiiieeiiieie et e et e e e ereee e Sept. 2003 1
Sewer System (IC 36-9-26) .......c..eeiiiiiiiiiiiee e Dec. 1998 2
Transportation FUN ..o IC 36-9-4-48
DECEASED PERSONS
Payment of Funds Due From Governmental Unit...........ccccceviiieeeiiiieennns June 2000 14-15
DEFERRED COMPENSATION PLANS
Section 457 (g) REQUIrEMENTS.........euiiiiee i Sept. 1998 1
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Issue

DEFERRED RETIREMENT OPTION PLAN (DROP)

g o To1 Yo [ =T S Sept. 2002
DELINQUENT TAXES OF PUBLIC OFFICERS AND EMPLOYEES

Method Of COlECHON .......ccueiiie it Dec. 2000
DEMOLITION FUND (See UNSAFE BUILDING FUND)
DEPOSITORIES

Absorbed DepOSItOri€s ......cccoiiiiii i March 1996

APPIOVEd LiStING ..o Dec. 2000

.............................................................................................................. March 2001
Daily Deposits REQUIFEd ........cooeeeeeieeeeeeeeee e Sept. 1997
.............................................................................................................. June 1999

Deposit of Funds in Bank in Which Public Official Has an Interest............. Sept. 2002

Depositing Compensation of Public Employees...........ccccoceeiiiiiiieiicieneene March 1997

Monthly Bank Reconciliation ... Dec. 2000

Separate Accounts - Revenue Bond ISSUES.............ccocecuveieeeeeciiiiciiineeen.. Sept. 1995

Park and Recreation Department............cccccciiiiiiiiiii i March 1999
DEPOSITS FOR CUTTING STREETS AND CURBS

Proper HandliNg.......ocueeii i Dec. 2002
DEPOSITS, METER

10 o =1 o =T SR Sept. 1997
DIPHTHERIA, TETANUS, AND RABIES VACCINES

PaymMENtS fOr ... e Sept. 1998
DISASTER RELIEF FUNDS

Accounting and Budgeting............coevieiiiiiiiiiee e June 2001
DOCUMENT FEES

City OF TOWN COUL.......eeiiii e Sept. 2000
DONATIONS

g o To1 Yo [ =T S June 1996

TO FOUNAAtIONS ... Sept. 2000
DORMANT FUND BALANCES

Transfers (IC 36-1-8-5 (D)(2)) veeecvvereeiiriiee et Dec. 2003
DUAL OFFICE HOLDING

OAG Official Opinion NO. 13, 1970.......cccoiiiiiiie e June 2002
DUNS NUMBER REQUIREMENT ... ...t Dec. 2003
ECONOMIC DEVELOPMENT COMMISSION

FINANCING .. e IC 36-7-12
EDIT TAX

PrOCEAUIES ... June 1997

11-19

SR ANgG W=

14

21-22
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Issue

ELECTIONS

Expenses - All Cities and Towns Over 3,500 Population.............cccccceee. June 2002

Expenses - Towns Under 3,500 (Except for Marion County)...........ccccce... June 2002

Expenses - Towns Under 500 Population .............ccoooiiiiiiiiiiiiieee June 2002
ELECTRONIC FUNDS TRANSFER

Procedures - State DistributionS............cociiiiiiiiiie e June 1995
EMERGENCY MEDICAL SERVICES

Procedures for Establishment and Operation ...........ccccccceveeiiiiiiiiieene e, March 1998
ENCUMBRANCES

L0 2N o] o] ro] o] = o] o - TN PSRRI Dec. 2003
EXAMINATION OF RECORDS

REQUESTS ... et a e Sept. 2001
EXCISE, ADDITIONAL JUDGMENTS

PrOCEAUIES ... e e Dec. 1996
FAIR LABOR STANDARDS ACT

Compensatory Time Off ... March 1997

Minimum Wage ProVviSIONS ..........ceeiiiiiiiiiie e March 2000
FEDERAL EXCISE TAXES

3 (=0 ] o] 1o o USRI Sept. 1996

RETUNAS ... e Sept. 1996
FEDERAL FUNDS

APPIOPHIAtION ...veeieiei s March 1997

CogniZant AQENCIES..........uuiiiiieee ettt a e e e Sept. 2002

Single Audit ReqQUIrEMENES ... Sept. 1996

.............................................................................................................. Dec. 1997

Data ColleCtion FOMM ........ooiiii e March 1998

DUNS Number Requirements. ....... ..o, Dec. 2003
FEDERAL TAX DEPOSITS

Electronic Funds Transfer ... Sept. 1996
FIELD EXAMINERS

IdentifiCation..........cooieeee e Sept. 2000
FIREFIGHTING EQUIPMENT

Cumulative Fund in Cities and TOWNS .........ccccviiiiieeee i Sept. 1996

Rental - Purchase Contracts ...........ocooeviiiiiii i March 2000

Transfer to Volunteer Fire Company ...........cccceeiiiiiiieiiiieeeee e Sept. 1999
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FIREFIGHTERS, CITY
Equipment and Clothing AllOWaNCe...........cc.ueiiiiiieeiieeeee e Sept. 1996
.............................................................................................................. March 1999
Residence RequiremMents ... IC 36-8-4-2
.............................................................................................................. Sept. 1996
Serving 0N COUNCIL........eiiiiiiiiie et e e e March 2003
Worker's Compensation INSUrance ............cccooocviieeeieceieciiiiieeeee e IC 22-3-2-2
.............................................................................................................. March 2002
Worker's Occupational Disease Insurance (IC 22-3-7-2).......cccccceevevenvnnnenn. Sept. 2003
FIREFIGHTERS, VOLUNTEER (See VOLUNTEER FIREFIGHTERS)
FIREFIGHTERS PENSION FUND
Benefits - 1937 Firefighter's Pension Fund ..........cccocieiiiieee IC 36-8-7-12
Benefits - 1977 Pension and Disability Fund............cccccooviiiiiieis IC 36-8-8-11
FUuneral BENEFitS........cuuiiiiiiiie et June 1994
.............................................................................................................. June 1998
Pension Relief FUN - USES.........cooiiiiiieiiiiiie et March 2002
Refund of ASSESSMENTS......cooiiiiiiiiiie e Dec. 1998
Official Bond ReqUIrEMENTS...........uviiiiieei e Sept. 2003
FIRE PROTECTION
Contracts With Volunteer Fire Companies ..........cccccevviiieiiiiiei e, Dec. 2000
FIXED ASSETS
General Fixed Asset Account Group - City and Town Form 211 (1981).....Sept. 1995
Estimating the Cost Of ... March 2002
INVENTOTIES ..ot aa e Sept. 1995
FIXED ASSET POLICY
Capitalization Thresholds ...........coooiiiiiiiiic e Sept. 1995
FLOOD CONTROL DISTRICT
Salary of Executive Secretary ... IC 36-9-29-9
FORMS
F Y o] o] (oY= 1 N ] 1 Dec. 2003
.............................................................................................................. March 1996
.............................................................................................................. June 1996
.............................................................................................................. Sept. 2000
Filing FOrm 100R ... .o Dec. 2000
ULIIIEY FOIMIS .o e e e e e March 1997
FOUNDATIONS
DONAIONS 0. .. Sept. 2000
FUNDS
Creating NeW FUNAS .......oooiiii e Sept. 2000
Dormant Fund Balances - Transfers (IC 36-1-8-5(b)(2)).......ccccooeveiiiienenne Dec. 2003
Transfers
I 0] o o] =1 oS PUUPPR TR March 1995
WIithin BUAGEL......coiiieiiiee e e Sept. 1999

Overdrawn - NO aUthOrity .......cooiiiiiii e March 1998
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GARNISHMENT OF SALARIES AND WAGES
Maximum (IC 24-4.5-5-105) .......oeeeiiiiiie e June 2003
GARBAGE COLLECTION AND DISPOSAL
ChArgES FOr ...t Sept. 1999
(070 ] 41 (1= Tox (-3 {0 ) (PRSP Dec. 1998
User Fees, Establishment of ............cccccooiiii e, Sept. 1999
GASB 34 REQUIREMENTS .. ...oiiiiiiii et Sept. 2003
GASOLINE TAX FUND (See MOTOR VEHICLE HIGHWAY FUNDS)
GENERAL IMPROVEMENT FUND
Provisions of IC 36-0-17 ... e Dec. 1995
GROSS INCOME TAX
Report - Construction CoNtractS...........ccooeciuiiieiiie i, Sept. 2000
Withholding on Payments to Out-of-State Contractors ............ccccccccveeeennee Sept. 2000
GROUP HEALTH INSURANCE ..ottt Dec. 1996
GUARANTEED ENGERY SAVINGS CONTRACTS
REQUINEMENTES ... e Dec. 2002
HANDGUN LICENSES
Procedures for Applications and Transfers ... Sept. 2003
HAZARDOUS MATERIALS RESPONSE FUND ........cccccveiiiiie e Sept. 2003
HEALTH INSURANCE, GROUP ......ccoiiiiiieee ettt Dec. 2000
.............................................................................................................. March 1999
HOME RULE
COMPIANCE ....ce i e Sept. 2001
HOUSING AUTHORITY
PeNSION PIan.......cooiiiiiii e IC 36-7-18-10(d)
HYDRANT RENTAL
Recovery of Costs from CUSIOMErS.........cccueiiiiiiiiiieiiiie e Sept. 2002
INDEBTEDNESS
Creating Interest-Bearing Indebtedness...........ccccceevviiiiiiiieeee e, March 1995
General Obligation Indebtedness...........coovveiiiiiiiiiec e, March 1995
Grant Anticipation NOEES........cccciiiiiiiiiiie e March 1995
Loans Between ULIlIIES .......coovieiiiiieee e March 1995
Tax Anticipation Time Warrant ... March 1995
.............................................................................................................. June 1996
Temporary Loan Procedure.............cooiieeiiiiiie e March 1995
.............................................................................................................. Sept. 1997

SHOM-TEIMMN LOANS......eeiiiiiiieeee et e e e e e e e e e e e et e eeaees March 1995
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INDUSTRIAL DEVELOPMENT (IC 36-7-13)
1071151 3= T Lo I 011 o 1S March 2003
Industrial Development Program ... IC 4-4-8
INSURANCE
Errors and OMISSIONS .........eeiiiiiiiiee ettt e e e s e e steeee e Dec. 1995
Group Insurance for Public Employees..........ccccceveeeiiiicciiieieee e IC 5-10-8
.............................................................................................................. Dec. 1996
.............................................................................................................. March 1999
Self-INSUMANCE.......eiiiii e IC 36-1-8-6(c)
Volunteer Firefighters ... Sept. 1998
Worker's Compensation - Inclusion of Officers ..........cccoiiiiiiiiiiiie March 1996
Appropriations of Insurance Claim Proceeds ...........ccccoocieiiiiieieiniiene e June 2000
INTERNET ADDRESSES
Federal and State AGENCIES ........ccoicuiiiiiiiiiie e Dec. 2001
INVENTORIES OF FIXED ASSETS
General Fixed Asset Account Group -
City and Town Form 211 (1981) ...ccooeiiieeeeeee e Sept. 1995
Method Of ACCOUNTING .....coiiiiiiiiiiiiiei e Sept. 1995
Estimating the Cost Of ... March 2002
INVESTMENTS
Accounting for INterest..........oouii i Dec. 2000
.............................................................................................................. Dec. 2001
Accounting for Interest - City and Town Courts............ccccceeeviieeeniiee e, Sept. 1998
Accounting for Interest - Certificates of Deposit - Renewal........................ Dec. 2000
Accounting for Purchase of Investments............ccooccciiiiiiiiiciiicee e, Dec. 2000
Authority for Purchasing Investments...........cccccccoo i Sept. 1997
Certificates Of DEPOSIt .......ueviieeiiiiiiiiiiie e IC 5-13-94
Certificates of Deposit - Renewal Procedure ..........cccocceeiiiiieiiiee e, Dec. 2000
City and Town Court FUNGS..........oeiiiiiiiiiiiie e Sept. 1998
Deposit Accounts - Definition ..........cccoiiiiiiiiii e IC 5-13-9-3
LCT=T =T = N I SRR IC 5-13-9
Interest Earned - Crediting ... Dec. 2000
.............................................................................................................. Dec. 2001
INVestMeENt FUNAS ... Dec. 2000
Investment Cash Management System ..........cccccoociieiiiiie e IC 5-13-11
Manner of Investing Funds - By FuNd ..o Dec. 2000
Manner of Investing Funds - By Total Monies on Deposit ...........ccccueeeeen.n. Dec. 2000
Meter DepOSit FUNAS .......oooiiiiiiiieeieee e Dec. 2002
Money Market Mutual FUNAS ...........coooiiiiiiiiieee e June 1999
Public Depository Insurance FUNd............ccccoiiiiiiiiiiieiiee e IC 5-13-9-8.5
Repurchase and Resale Agreements ...........oocoeiiiiiiiiiiiieee e IC 5-13-9-3
Safekeeping ReCEIPES......ccoiiiiiiii IC 5-13-9-2
SErVICE CArgES .....oiiiiiiii ittt IC 5-13-9-8
Soliciting Quotations From Outside Depositories...........cccovuveeiiiiiieeeiieenn. IC 5-13-9-5
Terms of Investments — Two Year Limitation ..........cc.ccooceiiiiiiincn e, IC 5-13-9-5.6
United States Government SECUNtIES .........cevviviieiiiiiiee e IC 5-13-9-2
ULIIIEY FUNAS .. Dec. 1995
INVOICES

Payment of - REqQUIrEMENtS...........oouiiiieiiiiie e March 2000
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JURY DUTY
Compensation of Employees While Serving on Jury or as a Witness ........ Sept. 1998
LAW ENFORCEMENT FUNDS
PrOCEAUIES ...t e e e
.............................................................................................................. Sept. 2003
LEASE WITH OPTION TO PURCHASE
PrOCEAUIES ... et e e s aeeee e March 2000
LEVY EXCESS FUND
g o ToT Yo [ - SRR Dec. 1999
LIENS ON NUISANCE PROPERTIES.. .....cciiiiieieee et Sept. 2003
LOANS, TEMPORARY
F U L0 14 o) RO RRRRR IC 36-4-6-20
.............................................................................................................. IC 36-5-2-12
From Municipal Utility to City or TOWN .......ccuviiiiiieiecieeee e, March 1998
[ oTe7=To 0] ¢ PSR March 1995
Tax Anticipation Time Warrants ...........ccccceeeeiiiiiiiieiieee e March 1995
.............................................................................................................. June 1996
To Depleted FUNAS ... e Sept. 1997
To Municipal Utility From City or TOWN ......ooociiiiiiiiee e, Dec. 2001
LOCAL LAW ENFORCEMENT CONTINUING EDUCATION FUND
g o To1 Yo [ =TS
.............................................................................................................. Sept. 2001
............................................................................................ Sept. 2003
U S S ettt e e bttt e e e ea e et e e e antaee e e e be e e e e abaeeeearaeeeeans March 1998
Verified Statements ........cooooiiiiie e Sept. 2001
LOCAL ROAD AND STREET FUND
Auditor of State Distribution Account Numbers...........ccccoeiiiiiiiiiinnes Dec. 1994
Transfer of - TOWNS ..o Sept. 1996
USES (IC 8-14-2-5) . .eeiiii ettt e et e e e snnaeee e Sept. 2001
LUCRATIVE AND DUAL OFFICES
o [] o 11 T PR June 2002
MARRIAGES
Persons Who May SOIEMNIZE .........ccceceiiiiiiiiiiiiiee e Sept. 1999
MARSHAL, TOWN
Clothing and Equipment AllOWaNCe............ceeviiiiiiiiiiiiiee e March 1999
Special Death Benefit FUNd...........cooiiiiiiii e, Sept. 1998
Deputies, NUMDET Of.......ooiiiiiie e June 1999
MATCHING GRANTS
State ReqQUIrEMENES .........ovviiiiii e Sept. 1997

MEMORIAL DAY EXPENSES
Appropriations to Veterans Organization ............cccccccvveiiieeiiiiccciiieiee e March 2003

12-13

12-13

12-13
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METROPOLITAN POLICE FORCE

EstabliShment ... March 2001

.............................................................................................................. June 1998

MILEAGE REIMBURSEMENT

City and Towns Officers and EmMpIOYEes ..........cccccvevviiiiiiiiiien e, Sept. 2002

State RaALE .. .o s March 2003

Federal Rate ... ..o Dec. 2003
MILITARY LEAVE

National Guard DULY ...........oooiiiiiiii e Dec. 1999
MINIMUM WAGE LAWS

Fair Labor Standards ACt.........ooo e March 2000
MONEY MARKET MUTUAL FUNDS

INVESTMENT IN e e e e June 1999
MOTOR VEHICLES

g T=] o 1Yo i o) o [OOSR June 1999

Penalties Collected for Failure to Timely Register .........cccccceeevviiiiiiennen.n. Dec. 1996
MOTOR VEHICLE HIGHWAY FUNDS

Annual Operational RePOrt........ ..o Dec. 2000

Approved Uses (IC 8-14-1-5) ...oooi i Sept. 2001

Approved Uses (OAG NO. 27, 1965) ... Sept. 1995

Auditor of State Distribution Account Number.............cccooiiiiiiii, Dec. 1994

Penalties for Misapplication ... Sept. 2001

Transfers Of - TOWNS ... Sept. 1996

Use for Law Enforcement PUrPOSES..........c.c.uveeeiiiiiiiiiiiieeeee e Dec. 1997

UsE fOr SIdEWAIKS .......uviiiiiiiie e Sept. 1999
MOVING TRAFFIC VIOLATIONS

ENfOrcemeEnt ... . ..o Sept. 2002
MUNICIPAL ORDINANCE

Violations BUF€AU .........ooiiii i March 2002

.............................................................................................................. June 1998

MUNICIPAL UTILITIES (See UTILITIES, MUNICIPAL)
NATIONAL GUARD AND RESERVES

Leaves of Absence for Governmental Employees ..........ccccceeeeiiiciiiieeenn.n. Dec. 1999

NEWSPAPERS - PUBLIC NOTICE ADVERTISING GENERAL STATUTE (IC 5-3-1)

Eligible NEWSPAPETS .....coiuiiiiiiiiie e Sept. 1994
Rate Charges

.............................................................................................................. March 1999
.............................................................................................................. Dec. 2001
............................................................................................ March 2003
NEW HIRE REPORTING
ReqUIrEMENTS ... Dec. 1997

NOTARY PUBLIC
Clerks and Clerk-TrEaASUIEIS ........ccuuuiiiieeeeiiciiiiieeee e e e e e st e e e e e e e s srreaeeeae s Sept. 1998

11
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NOT-FOR-PROFIT CORPORATIONS

Audits of Financial ASSIStaNCe...........ooiiiiiiiiii e, Dec. 1996

Assistance to Public Health Nursing Programs...........ccccccceeiiiiiiiiniien e Dec. 1995
OATHS

Clerk-Treasurer's Notary POWETS ..........cooviiiiiiiiiiiiieciiiee e Sept. 1998
OFFICE INQUIRIES

LIS .. Dec. 1998
OFFICIAL BONDS - GENERAL STATUTE (IC 5-4-1)

Barrett LAW ....oooieiee et March 1998

Police Pension Fund Secretary ... March 1996
OFFICIALS

Disbursing PUbliC FUNAS........ooiiee e Dec. 1997

Interest in CoNtracts .......ceoiiiiiiiie e March 2003

LEAVE POIICY ..o June 1997

Signatures on Claims and Warrants...........ccccccceeeeii i Sept. 2002

Town Official’'s DULIES .......eeiiiiiiiiicc e June 1999

Year End Duties - Outgoing Officials............ccooviiiiiiiiiiieiiiiieeeee e, Dec. 1999
OLD OUTSTANDING CHECKS

CaNCEllAtioN ... Dec. 2001

L7011 o - TSP Dec. 2001
OPENING NEW LEDGERS

Procedures (See Cities and Towns Accounting Manual)
OPINIONS OF ATTORNEY GENERAL

Cigarette Tax Distribution ...........cccuviiiiii e Sept. 1995

Compensation of City AHOINEY .........eueeiiiiiiiieee e March 1996

Cumulative Capital Improvement Fund ..........cccoociiiiiiii e, Sept. 1995

Investment of Town Utility FUNAS ... Dec. 1995

Motor Vehicle Highway Fund - Buildings..........ccccoiiiiiiiiiieieee e Sept. 1995

Motor Vehicle Highway Fund - Street Lighting ..o Dec. 1996

Pension Plan for Town Officers and Employees..........cccccoeiiiiieiiiiiienee Dec. 1998

Police and Firefighter’'s Pension Fund

Assessments, Refund Of ... Dec. 1998

TraVel EXPENSE......uveeiiiee e e e e a e e e enans Sept. 2002
OPTICAL IMAGES OF CHECKS

Original RECOI........cceiiiiieeie e e a e e Sept. 1997

Both Sides REQUITEQ.........coiiiiiiieeeee e March 1998
ORDINANCES

Publication of Penal Ordinances .............ccceiiiiieiiiiiieee e Sept. 2002

Ordinance Violations BUr€au.............cooiiiiiiiiiiiiiiiiee e June 1998

.............................................................................................................. March 2002
Ordinance Violations on Private Property — Removal Costs....................... Sept. 2002

OUTSTANDING CHECKS
Procedure for Handling Old Outstanding Checks ..........cccccceeviiiiiiiinenen.n. Dec. 2003

= NN -2a2NDNDN
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Issue Page
OVERWEIGHT VEHICLES
JUAGMENTS ... e Dec. 1998 4-5
PARKING METER FUNDS
SHAtULES ... IC 36-9-11; IC 36-9-12
Parking Tickets - Failure t0 Pay.........cccoiiii e IC 9-30-11
PARKING TICKETS
L0 0T o= o PRSP Sept. 2002 13
PARKS AND RECREATION
Acquisition and Operation of Golf COUrses ..........ccccviiiiiiiiiiee e, IC 36-10-5-3(b)
Board Member Salaries and Per Diem...........ccccoooiiiiiiiiiiiiiieeeeeee Sept. 1997 6
Bonds of Officers and EMPIOYEES ........coocviiiiiiiiiiiiiieee e IC 36-10-3-16
.............................................................................................................. Sept. 1996 2
Cumulative Sinking and Building Fund...........cccoooiiiiiiiiiee e Sept. 1993 1
Nonreverting Capital Fund — Procedures to Establish ............cccccoeveie. IC 36-10-3-20
.............................................................................................................. March 2002 6-7
Salaries and Appropriation Transfers...........cccovveie i, March 1998 5
.............................................................................................................. IC 36-10-3-22
Nonreverting Operating FuNd .............ccoooiiiiiiiiiie e, March 2002 6-7
Nonreverting Operating Fund — Use of Program Balances......................... Sept. 2002 6
Daily Deposits REQUIFEd ..........ocuueiiiiiiiee e March 1999 10
PAYROLL
Deductions - Requirements ... Sept. 2001 10-11
Overpayments - Recovery from Employee ...........ccooiiiiiiiiee, March 1998 7
Payroll Fund and Payroll Warrant - Use Of ..........ccccccviiiiiiiie e Sept. 1997 2-3
Record of HOUrsS WOrIKEA ........ccuviiiiiiiiiie e June 2003 1-2
PENALTIES
ULIlItY BilliNgS.ceeieeeeiieeee e a e March 1999 9-10
PENSION PLANS
AVAIIADIE PIaNS ... March 2002 7
Police and Firefighters - Refund of Assessments ...........cccccooeiiiiiiiiin. March 2002 7
PETTY CASH FUND
Procedures to EStabliSh..........oooiiiiiii e March 2002 9
Changing the Amount Set by Council.............cooiiiiiiiiiiii, March 2003 1
POLICE DEPARTMENTS
AcCCIdent REPOM FEES ....oooeeiiiieieeee et Sept. 2003 4-5
.............................................................................................................. Sept. 2000 4
BUY MONEY ...ttt e e Sept. 2003 7-8
Confiscated WEAPONS ......ocuuiiiiiiiiii et Sept. 2003 6-7
Consolidation of Police FUNAS ...........cceoiiiiiiiii e, June 1999 18
Criminal HiStOry FEES .....cooiiiiiiiiiii s March 1995 10
Handgun LiCENSE FEES........coiiiiiiii e Sept. 2003 5-6
Local Law Enforcement Continuing Education Fees.........c.ccccoocivveviiiennnne Sept. 2003 3
.............................................................................................................. March 2000 4-5
Metropolitan - Establishmentin Towns ..............ccc March 2001 2
Motor Vehicles - INSPECHION ..........uviiiiiiei e Sept. 2003 4
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POLICE OFFICERS, CITY
Age Limitation — Examinations Required ............ccoccoceeiiiiiiiiiiiicee e
Equipment and Clothing Allowance (IC 36-8-4-4) ..........cccccceiiiiieeiiiiieeennne
OVEIIME .t e e

Serving 0N COUNCIl.......ccouiiiiieiee e e
Worker's Compensation INSUrance ............ccoeecviiieeiee i

POLICE PENSION FUND
AHOINEY FEES ..o
BeNEfitS ... e e

Bond ReqUIrEMENTS ......ccooii e
Civilian EMPIOYEES .......eeiiiiiiiii s
Deferred Retirement Option Plan (DROP) .........cooiiiiiiiiiiiiiiieee e,
Dependents Benefits ........c.ooiiiiiiiiiie e
Disability BENefitS ........cooiiiiiiiiiii e
Duties Of SECIetary .........ooueiii i

Membership Of BOArd ...........cooiiiiiiiiiiie e
Pension Relief FUNA = USES.........uiiiiiiiieeee e
Refund of ASSESSMENT ......c.cooiieeeee e

POLICE RESERVES ... .o e

POPULATION DECREASES-2ND CLASS CITIES
o =101 £ o) TR

PREVAILING WAGES
Department Of Labor.........ooiiiiiiieee e

PROMOTION OF BUSINESS
Reimbursements to City and Town Officials ........ccoovviiiiiiiieie e,

PROPERTY
Sale and Exchange Between Public Bodies ..........cccceiiiiiiiiiiiiiieeiiiie,
Sale of - Legal REQUINEMENTS .......eeviiiiiiieeciiie e
Sale of - Personal Property ..o

PROPERTY TAX ADVANCES
(] (o Te7=To U] £ T

Issue

Sept. 2000
March 1999

March 1997
IC 36-8-4-2
Sept. 1996

March 2003
IC 22-3-2-2
March 2002
IC 22-3-7-2

IC 36-8-6-5(b)
IC 36-8-6-7
IC 36-8-6-8
IC 36-8-6-9
IC 36-8-6-10
IC 36-8-6-11
IC 36-8-6-12
March 1996
IC 36-8-3-8(a)
Sept. 2002

IC 36-8-6-10
IC 36-8-6-8

IC 36-8-6-3(d)
June 1996
June 1994
June 1998

IC 36-8-6-2
March 2002

Sept. 1997
June 1999
IC 36-4-1-1
IC 36-4-1-1.1

March 2000

June 2002

IC 36-1-11-8
IC 36-1-11
IC 5-22-22

Sept. 1997

5-6

11-12
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11
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Issue Page
PUBLIC BUILDINGS
101 RS IC 36-1-4-6
PUBLIC DEPOSITORIES (See DEPOSITORIES)
PUBLIC IMPROVEMENTS REVOLVING FUND
ProviSioNS Of LAW........coiiiiiiiiec ettt e e enneee s IC 36-9-17
PUBLIC LAWS - DIGESTS
T4 et eaarae e e June 1994 1-8
LRSS T PSPPI June 1995 1-20
1908 ... ettt e e e e e e e e —r e e e e tbe e e e anreeaeanres June 1996 1-19
T e e e e —r e e e —e e e e n e e e e e nraeaeenres June 1997 1-13
RS TSRS June 1998 1-10
1900 it e et e e e e e e nre e e e e nraeaeenres June 1999 1-14
2000 ... et r e e e — e e e rae e e e anreeeeenreeeeeanres June 2000 1-11
20 SRR June 2001 1-13
2002 et e e e e e e e e e e nbe e e e anreeeeeanres June 2002 1-9
2003. ...June 2003 1-12
PUBLIC NOTICE ADVERTISING (SEE ADVERTISING, PUBLIC NOTICE)
PUBLIC RECORDS (See RECORDS)
PUBLIC WORKS AND IMPROVEMENTS (PUBLIC CONSTRUCTION)
Bid @and BONd FOMIS .....ccoiiiiiiiiiiiee e IC 36-1-12-4(a)(6)
General Provisions of Statute (IC 36-1-12) .......oocoiiiiiiiiiee e, Sept. 1995 20
Notice to Bidders - Detailed Specifications Not Required............................ June 1994 11
(@0 1=Y o1 aTo o) il =1 o PSR IC 36-1-12-4(a)(7)
.............................................................................................................. June 1994 11
Retainage on ContractS..........coociiiiiiiie e IC 36-1-12-14
.............................................................................................................. Sept. 2002 4-5
Interest on Payments for Road Work ... June 2003 12
PURCHASES
Articles Made in State Institutions ... IC 5-22-11
.............................................................................................................. IC 5-22-12
Computer Hardware and Software.............ccooiiiiiiii e March 1994 1-2
General Provisions of Statute (IC 5-22) .......ccceviviiviiiiiiie e June 1998 12-13
Land and BUildings .........ooiiiiaiiieee e IC 36-1-4-5
.............................................................................................................. IC 36-1-10
Cancellation or Rejection of Bids...........ccooiiiiiiiiiiiiei e March 1999 9
Extension of Contracts .........cooiiiiiiiiiie e June 1999 14
Purchase Order FOMMS ........cooiiiiiieiiiiie et seee e Dec. 1998 4
Rental - Purchase AQreements ...........ooooiiiieiiiiiiie e March 2000 1
.............................................................................................................. IC 36-1-10
State QPA Contract - Purchase From State Supplier .........ccccccoveeeennneen. IC 5-22-10-15
Utilities - Exemption From Public Purchase Law............ccccccoeiiiiiiiiinnnn... IC 5-22-1-2
RAINY DAY FUND
Procedures to Establish................ccc Sept. 2001 11
.............................................................................................................. Sept. 2003 17
Excess CAGIT, COIT, CEDIT Distributions...........c.cocviiiiiiiiiiiinnn Dec. 2003
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RECORDS
Destruction of Canceled Bonds and CoUpPONS ..........cccceieiiiieeeeeiiiiieeeeeeenn June 2001
Disposing of Old Public Records (IC 5-15-6) .........coccouiiiiiiieiiiiieee e Dec. 1995
.............................................................................................................. Dec. 1997
General Fixed Asset Ledger - City and Town Form No. 211 (1981)........... Sept. 1995
Municipal Utility FOrMS .....oooiii e March 1997
Opening New Ledgers (See Cities and Towns Accounting
Manual, Pages 11-34 and 11-35)
Public Records Go With OffiCe ........ccueiiiiiiiiii e Dec. 2001
Requests for Examination ..o Sept. 2001
Retention SChedules ... Dec. 1997
Right of Taxpayers to Inspect (IC 5-14-3) .......ocoiiiiiiiiiie e Dec. 2002
Year ENd DULIES. ... ..t Dec. 2003
REDEVELOPMENT
Commission Member Salaries and Per Diems.............cccoceeeeeeeiiiiiiiinene.... Sept. 1997
Real Estate Not Subject to Taxation (IC 36-7-14-37)......ccccceeevirereeiiiieeennns March 2003
Sale and Lease of Real Estate to Other
Public Agencies (IC 36-7-14-22(2)) ...uvveeeeeeeicciiiieeiee e March 2003
TAX LBVY oottt e e e e e e e e e IC 36-7-14-26
.............................................................................................................. IC 36-7-14-28
.............................................................................................................. Dec. 1998
RENTAL-PURCHASE AGREEMENTS
Necessary Provisions and Requirements ...........cccocveeiiiiiiee e March 2000
REPORTS
Annual Operational Report - MVH Fund ............cocciiiiieee e, Dec. 2003
Annual Report
Financial Report to Board of ACCOUNES .........ccccviiiiiiieeeiiiiieeeee e Dec. 2000
Publication ReqUIrements ............cooocuiiiiiiie e Dec. 2000
Report of Names, Addresses, Duties, and Compensation - Form 100R ....Dec. 2000
Revenue Bonds - Reports to Bondholders...........cccocviiieiiiiiiiiiieeiieeeee Sept. 1995
RESIDENCE REQUIREMENTS
City Police and Fire Personnel ..o Sept. 1996
.............................................................................................................. June 1997
Clerk-TrEasUIEr .. .. .. e et e e e e e e e eas March 2003
RETENTION SCHEDULES
PUDIIC RECOIAS. ... Dec. 1997
RIVERBOAT GAMBLING
AdmissioNs Tax REVENUE...........cuiiiiiiiiiieee e Sept. 1996
Wagering TaX REVENUE...........coiiiiiiiie e Sept. 1996
RIverboat FUNG .......ooueiii e Sept. 1997
Donations to FouNdation .............cooiiiiiiiiii e Sept. 2000
Revenue Sharing to Cities and Towns Without Boats.........c.ccccoooeieno. Sept. 2002
.............................................................................................................. June 2003
RUBBER STAMP FOR SIGNATURES
US Of e e e e e e aaa s Sept. 2002

SALARIES (See COMPENSATION)
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SALES TAX
AUdit POSIHIONS ... Sept. 1996
Exemption Certificates. ... Sept. 1996
INCIEASE ...ttt e et e e e e e e e e e e e e e e e e anns Dec. 2002
SEATBELT VIOLATIONS
PrOCEAUIES ... e e e e e e e Sept. 2002
Official Opinion NO. 2003-2.......cciviii e March 2003
SEWAGE DISPOSAL PLANTS AND SEWERS
Cumulative Building and Sinking FuNd...........cccooiiiiiiiiee e, Dec. 1998
Delinquent Accounts
ColleCtion Of .....cee e IC 36-9-23-33
DelinQUeNnt FEES ..o IC 36-9-23-31
.............................................................................................................. IC 36-9-23-33(a)(3)
Discontinuing Water ServiCe.........cccceviuiiiiiiiieieeieee e March 2001
Lien - Filing Procedure, Recording, EtC. ........cccuiiiiiiiiiiiis Sept. 2003
PeNaNtIeS ... s March 1999
SErViCE Charge ... Sept. 2003
Unenforceable Sewer LIENS...........coccuviiiiiiii e Sept. 2000
12T 0o ] 1 SR IC 36-9-23-25;
.............................................................................................................. IC 36-9-23-28
.............................................................................................................. June 2003
Operation by Utility Service Board (IC 36-9-23-3(2)) .....coovvvrereiiiiieeeiiieenn. March 2001
Uniform System of ACCOUNES .........cooiiiiiiiiiiiii e March 1997
SICK LEAVE
Elected OffiCialS ..........ueiiiiiiiie et June 1997
Written Policy Needed ... Dec. 2001
SIDEWALKS
L0707 3153 1 11 o 1 o] o SR Dec. 1996
.............................................................................................................. Sept. 1999
SIGNATURE OF OFFICIALS
On Claims and Warrants ..........ooooeeiiiiiaeeiee e Sept. 2002
SINGLE AUDITS
Single Audit Act AMendmENtS ..........oociiiiiiiiiiie e Sept. 1996
.............................................................................................................. Dec. 1997
SOCIAL SECURITY
(=T 8T (o] o = SRR Dec. 1999
(=T oTe] 1 1] o [ SRR March 1997
TAX RAIES ooeieeeeeee e e Dec. 1996
.............................................................................................................. March 1997
.............................................................................................................. Dec. 1997
.............................................................................................................. Dec. 1999
.............................................................................................................. Dec. 2000
.............................................................................................................. Dec. 2001
.............................................................................................................. Dec. 2003

SOLEMNIZATION OF MARRIAGES
Clerk-Treasurers, Mayors, and Clerks ..........cccccceveeeeiiiicciiiiiee e Sept. 1999
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SOLID WASTE DISPOSAL FACILITIES AND COLLECTION

Contracts ReqUIFEd.........ccooiuiiiiiiiiiii e IC 36-9-30-5(d)

Provisions Of LaW..........eeiiiiiiii e IC 36-9-30

.............................................................................................................. Dec. 1998 5

SPEED LIMITS — CITY AND TOWN STREETS

Maximum Lawful Speeds, Alteration of Fines ............cccooveeeiiiiiiiiiiiieennn... Sept. 2002 2-3
SPECIAL FUEL TAX

RemMIttanCe Of ..o March 1997 6

Reporting Changes.........oouuiiiiiiiee e March 1994 5
STATE DISTRIBUTIONS

Numbers, Name, Frequency, Fund Benefiting .............ccccccoiiiiiiiiiiicc. Dec. 1994 4
STATE GRANTS

Separate Fund Required-Matching Grants ...........ccccoociveiiiiieeeiiieee e, Sept. 1997 3

Y o] o] 0] o] = 1T o March 1997 5-6
STATE USER FEES

Procedures For Distribution.............ccccoeeiiiiiiiiiiieeeee e Sept. 2000 1
STORMWATER MANAGEMENT SYSTEMS

FINANCING OF ..o Sept. 2002 11
STREET CUT DEPOSITS

Proper HandliNg.......ooueeeiiie e Dec. 2002 5
STREET FUND (See MOTOR VEHICLE HIGHWAY FUNDS)
SYSTEMS

Computer Purchases and Form Approvals ............cccocccivieviieeiiicciiieeee, March 1996 1-5

.............................................................................................................. Sept. 2000 9-10

TAX ABATEMENT

g o Tot Yo [ =SS IC 6-1.1-12-1
TAX ADVANCES

AULNOTIEY TOF 1.t e e erreeeeeaes Sept. 1997 1

TAXES (See FEDERAL EXCISE TAX, GASOLINE TAX, GROSS INCOME, SALES TAX)
TAXWRITE OFFS ... IC 6-1.1-36-7

TOBACCO - SALE OF TO MINORS
Procedure For Handling FiNes. .. ........coooiiiiiiiiii e June 2003 14

TOWN EMPLOYEES
(R0 010)72=1 I June 1999 15

TOWN COUNCIL MEMBERS
Staggered TEIMS ....cci it e e e e e e e neeas IC 3-2-7-1(b)
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TOWN MANAGER
EMPIOYMENT OF ..o IC 36-5-5
TOWN OFFICIALS
L070] 191 0= 0 TS= 11T o TSR Sept. 2003
T 1 PSPPI June 1999
Vacancies in Elected OffiCeS ........ccuiiiiiiiiii e Dec. 1999
TRAFFIC VIOLATIONS BUREAU ......coiiiiiiiieiiee et March 2002
TRANSFER OF FUNDS
Dormant Fund Balances (IC 36-1-8-5(D)(2)) ....cvvveeeiriieeiiiiiiee e Dec. 2003
Depleted FUuNds (IC 36-1-8-4)......ccoiiiiiiiiiiee e March 1995
Temporary Transfers ... March 1995
TOWN FUNAS .. e e e e e e e e e Sept. 1996
TRAVELING EXPENSES
Parking and TOIl FEES.......ooviii e March 1999
Reimbursement for SPOUSE...........uuuiiiiiiiiiiiieee e March 1997
Reimbursement to City and Town Officers and Employees........................ Sept. 2002
State Mileage Rate ..........oveiiiiiiiii e Dec. 1997
.............................................................................................................. March 1999
.............................................................................................................. Dec. 2003
TUITION REIMBURSEMENT
g o To1 Yo [ =T S June 2000
UNEMPLOYMENT COMPENSATION
Employer's Liability .........cocuiiiiiiiee e IC 22-4-11-2(d)
UNCLAIMED PROPERTY — CHECKS
Limit Of FEES i Sept. 2000
UNSAFE BUILDING FUND.......cciiiiiieiieee et IC 36-7-9-14
UTILITIES, MUNICIPAL
Cash Reserve FUNQ......... ..o Sept. 1994
Claims - AlIOWENCE ... e e e e eea e June 2003
ClasSifiCatIONS .......ooiiee e March 1997
Clerk-Treasurer's DULIES .........c.oiiuiiiiiiiiee et March 1996
DEPOSIES ... et IC 32-34-1-1
.............................................................................................................. June 1994
.............................................................................................................. Sept. 1997
.............................................................................................................. June 2003
Depository Accounts - Separate Accounts - Revenue Bonds..................... Sept. 1995
EXPENAITUIES ... June 1996
o4 01 SRR March 1997
Funds - Official Responsible for ... Dec. 1997
General QUESHIONS...........uuiiiiieee e Sept. 2001
Hydrant Rental — Recovery of Costs from Customers ...........cccocccceeenn. Sept. 2002
Investments of Meter Deposit Funds...........ccccooeeiiiiiiiiiieeee e, Dec. 2001
.............................................................................................................. Dec. 2002
Investment of Utility FUNAS ........cooiiiiiiiiie e Dec. 1995
Loans t0 City OF TOWN .....eiiiiiiii et e e e e March 1998
Loans to Other ULIlItIES ........oooviiiiiiiiiiie e March 1998

Payments in LieU Of TAXES ......cccuviiiiiiie e March 2001

w
N = N -
~Nnfo

14
2-3

M@\la‘f‘.boog_\gwj

5-6

-_—



CITIES AND TOWNS BULLETIN INDEX — PAGE 24

Issue
UTILITIES, MUNICIPAL (Continued)
Prescribed FOrmMS ... .. March 1997
Penalties on Utility BilliNgS..........ooiiiiiiiiiiiie e March 1999
PUDIIC PUIChASsES ........cuiiiiiiiiieeee e Sept. 1996
Public Works and Improvements - General Statute ................ccooecvvveeeee.... IC 36-1-12
Reports to Bondholders.............ooooioiii Sept. 1995
Sale Of (8-1.5-2-3/8) .....eeeiiiiiiiie i June 1999
Sewage Utilities (See SEWAGE DISPOSAL PLANTS AND SEWERS)
Temporary Loans from City or TOWN .......oooiiiiiiiiiiiiee e Dec. 2001
Unclaimed Meter DEPOSILS .........eeiiiiiiiiiiiiiiee e Sept. 1997
Underground FacCiliti©sS..........cooiiiiiiiiiiiee e Sept. 2000
Uniform System of ACCOUNES .........cooiiiiiiiiiiiic e March 1997
Utility RECEIPES TAX....eeiiiiiiiiiiiiiiiee et Dec. 2002
Utility Regulatory CoOmMMISSION. .. .....ccueiiiiiiiiiiiiiiee e IC 8-1
VACANCIES IN ELECTED OFFICES
TOWNS ettt e e e e e e et e e e e e e e e e e e e e e e e nnneees Dec. 1999
VACATIONS
Advance Payment Authorized ..o, Dec. 2001
Written Policy Needed ... Dec. 2001
Elected OffiCialS ..o June 1997
VEHICLE ACCIDENT REPORTS (IC 9-26 / IC 9-29)
g o ToT =Y o [ = SR Sept. 2003
VEHICLE INSPECTION FEES
PrOCEAUIES ..ot a e Sept. 2003
VENDING MACHINES
COMMISSIONS ...ttt Dec. 1996
VETERANS
Appropriations to Veterans Organizations
for Memorial Day Expenses (IC 10-7-13-1) ..ccooiiiiiiiiiiiiiiiieee e March 2003
Memorials — Appropriations to Establish and Maintain.. ............................. March 2003
VOID WARRANTS (CHECKS)
Old Outstanding CheCKS...........cocuiiiiiiiiie e Dec. 2001
VOLUNTEER FIREFIGHTERS
AUutomobile AIIOWANCES .........c.euviiiiiieee e a e IC 36-8-12-5(a)(2)
Clothing and Automobile AllOWaNCE ............ccccuiiiiiiee e Sept. 1996
.............................................................................................................. March 1999
COMPENSALION......eeeiie it IC 36-8-12-2
(O] 011 7= Vo3 £ Dec. 2000
0TS0 = g o7 USSR Sept. 1998
.............................................................................................................. IC 36-8-12-6
.............................................................................................................. IC 36-8-12-7
.............................................................................................................. IC 36-8-12-8

Unemployment COmMPENSAtoN .........c.eeviiiiiiiee e esiieee e e sieee e Dec. 1998
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WARRANTS (CHECKS)

Old Outstanding Checks...........coccceeiiiiieiiiiiiennns

Rubber Stamp Signatures ..........ccccoecveieiiieneenee.
Dishonored ..o

W-4 REPORTING REQUIREMENTS

NEW HIr€S ...

WEED CUTTING ASSESSMENTS

Cities anNd TOWNS ...

WEIGHTS AND MEASURES

INSPECLOr Of ...ooiiiiiiieeee e

WORKER’'S COMPENSATION INSURANCE

Absence From Work for Injury...........ccccecvveeeeenennn.

City Firefighters and Police Officers (IC 22-3-2-2)

Inclusion of OffiCers .......cov i,

YEAR END DUTIES

Year End Duties..........oooiiiiiiiiiiiieeeeece
Year End Duties - Outgoing Officials.....................
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